
 
 

JN Bentley’s Subcontract Order Workflow 
 

 
 
 
 
 

One of our site agents requests 
subcontractor support 

 

Subcontractor prices work, returns H&S undertaking and confirms they can meet the 
programme dates.  The H&S undertaking can be returned as a signed hard copy or the 

subcontractor can confirm compliance by email or within the quote. 

 

YES 

NO 

Failure to maintain a 
score of less than 
2.75 may result in 

suspension or a ban. 

 

Our QS will decide which subcontractors to approach 
and sends the enquiries. 

 

NOTE: If framework rates are already 
agreed, the subcontractor only needs to 
confirm the rates are applicable to the 
works and that the dates can be met when 
returning the H&S undertaking. 

The QS Team reviews the quotes and selects the supplier. 

 

If required, the subcontractor must attend a pre-contract meeting – standard agenda BQMS 02-11.2 

 

QS Team places order 

 

Subcontractor sends H&S information required as in Section A of the H&S Quality Directive. 

 

The Site Agent assesses whether Method Statements (MS), Risk Assessments (RA) and COSHH are acceptable 
in terms of being understandable and by reviewing the impact on other contract works.  Acceptable? 

 

Site Agent updates principal activity for MS, RA & COSHH 

 

Subcontractor attends site induction and provides appropriate training certificates to Site 
Agent to suit work type. 

 

Commence work 

NOTE: Training records should include (for 
example) Plant Operators’ certificates, CSCS 
cards or equivalent RASWA certificates. 

Complete works on site 

 
Agree FA 

 

Make payment and send notification 
 

We assess payment due and send payment notification to subcontractor 

 

Subcontractor to provide application for payment at the payment assessment 
date stated on the subcontract order.  This must also include anticipated final 

account value. 

 

NOTE: If application for payment is not made at the 
assessment day, we will assess the amounts due and will be 
deemed to be correct.  Late applications will be carried over 
to the next assessment date. 

NOTE: If the subcontractor feels they have been 
asked to carry our works not covered by the 
subcontract order, the subcontractor should 

notify our QS and agree rates for the work before 
starting the work.  If the subcontractor does not 

do this, we will determine the amount due.  

 

Monthly Valuations 

Subcontractor supplies information listed in Section H of the 
H&S Quality Directive to the Site Agent and advises QS. 

 

QS updates checklist for as built drawing, O&M and Test 
Certificates/ Letter of Conformity. 

 

Site Agent and QS carry out subcontractor Performance report.  
Performance shall be evaluated against a series of categories and will 
be scored against ratings (0 – not applicable, 1 – excellent, 2 – good, 3 
– not quite acceptable, 4 – unacceptable, 5 – completely unacceptable).  

Certain categories will be weighted. 

NOTE: If the checklist is not updated 
10% of the final account value will be 
withheld until the information is provided. 

Amendments 
required from 

the 
subcontractor 

NOTE: Orders can only be placed with approved 
subcontractors.  Subcontractors seeking approval should see 
the approval or re-approval workflows as applicable. 

NOTE: This workflow is for information and does not form part of the sub-contract. 


